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INSTRUCTIONS FOR  COMPLETING  
NEW ACADEMIC  EMPLOYEE PAPERWORK 

+XPDQ�5HVRXUFHV�	�(TXDO�(PSOR\PHQW�2SSRUWXQLW\�
 

 
:HOFRPH�WR�+DUWQHOO�&ROOHJH���7KLV�SDFNHW�LQFOXGHV�WKH�IRUPV�QHFHVVDU\�WR�SURFHVV�\RX�DV�D�QHZ�IXOO�WLPH�
DFDGHPLF�HPSOR\HH�DQG� WKHUHIRUH�DXWKRUL]H�\RX�WR�EHJLQ�VHUYLFH��<RX�PD\�QRW�EHJLQ�VHUYLFH�XQWLO� WKHVH�
IRUPV�DUH�FRPSOHWHG�DQG�UHWXUQHG�WR�WKH�+XPDQ�5HVRXUFHV�GHSDUWPHQW��3OHDVH�UHWXUQ�DOO�UHTXLUHG�IRUPV�
LQ� RQH� VLQJOH� VXEPLVVLRQ�� 7KH� IROORZLQJ� VKRXOG�SURYLGH� \RX� ZLWK� KHOSIXO� LQIRUPDWLRQ� IRU� FRPSOHWLQJ� \RXU�
HPSOR\PHQW�SURFHVV��

 
TASKS TO COMPLETE IMMED IA TELY UPON HI RE 

 

)LQJHUSULQW�5HTXLUHPHQWV���5HTXHVW�)RU�/LYH�6FDQ�6HUYLFH��)RUP�%&,,��������Ѐ̀L䕄
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&HUWLILFDWHG�3HUVRQQHO�,QIRUPDWLRQ�)RUP�(Form HR-24X): 
&RPSOHWH�³3DUW�,´�WKURXJK�³3DUW�,,,´��WKH�WRS�ER[��� 'RQ¶W�IRUJHW�\RXU�VLJQDWXUH�DW�WKH�ERWWRP�RI�³3DUW�,,,�´�

 
6756��3HUPLVVLYH��(OHFWLRQ��DQG��$FNQRZOHGJPHQW��RI��5HFHLSW��RI��&$/6756��'HILQHG��%HQHILW��3ODQ�
0HPEHUVKLS�,QIRUPDWLRQ�(Form ES 350):  

<RX� DUH� HPSOR\HG� LQ� D� WHPSRUDU\�SRVLWLRQ� QRUPDOO\�QRW� VXEMHFW� WR� PDQGDWRU\�PHPEHUVKLS� LQ� WKH� &DOLIRUQLD� 6WDWH�
7HDFKHUV¶� 5HWLUHPHQW� 6\VWHP� �6756�����<RX� PXVW� HOHFW� RU� GHFOLQH� YROXQWDU\�PHPEHUVKLS� LQ� WKH� 6756� UHWLUHPHQW�
V\VWHP� E\� FRPSOHWLQJ� WKLV� IRUP�� ,I� \RX� HOHFW� 6756� PHPEHUVKLS�� \RXU� PHPEHUVKLS� HOHFWLRQ� LV� LUUHYRFDEOH� IRU� DOO�
IXWXUH�HPSOR\PHQW�LQ�D�6756�FRYHUHG�SRVLWLRQ��,I� \RX�GR�QRW�HOHFW�6756�PHPEHUVKLS��WKH�RQO\�RSWLRQDO�UHWLUHPHQW�
SURJUDP�FXUUHQWO\�DYDLODEOH�WR�\RX�WKURXJK�WKLV�'LVWULFW�LV�6RFLDO�6HFXULW\��
5HDG�DQG�FRPSO
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